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REVIEW PROCESS RECOMMENDATIONS 

 

1. Select a review team that includes at least the following personnel: 

 

• Certified Driver Trainer (current on training, at least 3 years of experience) 

• Head Mechanic (current on training, at least 3 years of experience) 

• School Bus Inspector (current on training, at least 3 years of experience) 

• School Bus Driver (current on CDL, at least 3 years of experience) 

• Transportation Director  

 

2. Determine a timeline for the review (beginning and ending dates). 

 

3. Provide a written report and recommendations to the pupil transportation team in the school district for their feedback. 

 

4. Provide a written report to the superintendent including dates and the names of team members (see page 11 for a summary). 

 

5. Provide any available information (examples of paperwork or photos) with the report to substantiate the findings. 

 

6. Set a timeline to follow up on and correct any areas that are deficient. 

 

7. Celebrate any areas that are good examples of best practice with the transportation team. 

 

 

REVIEW SECTIONS 

 

A.  Driver Training Records 

B.  Shop Operations and Maintenance 

C.  Recording Systems and Procedures 

D.  School Bus Replacement 

E.  Transportation Policy Manual 

F.  Regulatory Requirements 

G.  Bus Appearance and Condition 

H.  School Loading and Unloading Observation 

I.  Bus Safety Training 

J. KY Public School Records Retention Requirements 
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Section A: Driver Training Records (Team Lead: Certified Driver Trainer)

  Indicator of Best Practice Finding Recommendation 

A 1 All provisions of applicable statutes and 

regulations pertaining to school bus 

driver’s qualifications and responsibilities 

are met including signed contracts, 

physical fitness certificates, criminal 

records checks and motor vehicle checks. 

  

A 2 Each bus driver has on file verification 

that all initial driver-training 

requirements have been fulfilled. 

  

A 3 All bus drivers have a signed contract on 

file for the current school year. 

  

A 4 Each bus driver has on file a current KY 

driver's license that includes a 

Commercial Driver's License (CDL) 

endorsed for a school bus driver.  KRS 

189.540;  702 KAR 5:080 

  

A 5 Bus driver records are entered online via 

the KDE Bus Driver Data system and are 

kept updated by the Certified Driver 

Trainer employed by the school district.  
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Section B.  Shop Operations and Maintenance (Team Lead – Head Mechanic) 
 

  Indicator of Best Practice Finding Recommendation 

B 1 Reports applicable to transportation shop 
operation/maintenance program (such as 
inspection reports A, B, C, D; preventive 
maintenance; service run; parts 
inventory/inventory control; daily fuel and 
mileage; financial, drivers; daily per trip) are 
maintained in the transportation office. 

  

B 2 Work orders are being completed at the time 
work is performed and initialed by the 
inspector when completed.  A vehicle out-of-
service ticket is to be affixed to the steering 
wheel of any vehicle restricted from use for 
maintenance, inspection or repair.  The out-
of-service ticket shall remain with the vehicle 
until the required work is performed. Upon 
completion of the work, the ticket will be 
removed and become part of the work order 
supporting documentation.  Completed work 
orders are on file in the transportation office. 

 . 

B 3 Purchase orders should be used for all 
purchases of school bus parts and supplies.  
Purchase orders are the responsibility of the 
service manager, or his designee, all 
purchases will be supported by MUNIS 
generated purchase orders.  Payment will be 
disallowed on any purchase not verified by 
purchase orders and signed invoices.  
Completed purchase orders are on file in 
transportation office. 
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  Indicator of Best Practice Finding Recommendation 

B 4 Individual vehicle folders are maintained and 
include: documented pre-trip inspections 
that generate a work order, scheduled 
preventative maintenance inspections, 
completed work orders and supporting 
documentation, records of repairs and 
service. Individual vehicle history may be 
maintained on the front of the file folder.  
Individual vehicle folders are on file in the 
transportation office. 

  

B 5 Scheduled repairs and monthly inspection 
reports are maintained in the individual file 
folders. 

  

B 6 The bus garage is used for maintenance of 
board owned vehicles only. 

  

B 7 Equipment (tire changers, lifts, etc.) is 
sufficient to provide full service maintenance 
for the fleet of vehicles used to transport 
students. 

  

B 8 Transportation facility is of sufficient size per 
chart below: 
1 – 25 Buses 2+ Work Bays 
26 – 50 Buses 3+ Work Bays 
51 – 75 Buses 4+ Work Bays 
 76 + Buses 5+ Work Bays 
 

  

B 9 Transportation facility is safe, clean, well-
organized and properly located for the fleet 
of vehicles to be adequately maintained. 

  

B 10 An equipment and parts inventory is 
maintained and is up-to-date. 
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  Indicator of Best Practice Finding Recommendation 

B 11 The number of buses per mechanic meets the 
state standard of 20-25:1. 

  

B 12 Used motor oil and used tires are disposed of 
in accordance with applicable rules. 

  

B 13 Quotes received by phone for bus parts on 
maintenance are documented and 
maintained on file at the garage. 

  

B 14 The board follows the bid law on all 
purchases. 

  

B 15 Fuel purchased by the school district is used 
for district vehicles only. Fuel usage is tracked 
to ensure efficiency. 

  

B 16 School district employees use school board 
owned vehicles only for work-related trips. A 
process is in place to track use of district 
vehicles by employees. 
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Section C.  Recording Systems and Procedures (Team Lead – Transportation Director) 
 

  Indicator of Best Practice Finding Recommendation 

C 1 A system is in place for bus inventory and 
parts reordering. 

  

C 2 The bid laws are adhered to on all purchases.   

C 3 Drivers know which local radio and television 
stations will announce school-related 
weather alerts. District uses One Call and/or 
email notification to keep drivers informed. 

  

C 4 Proper procedure is being followed in storage 
of fleet fuel. 

  

C 5 Drivers have been informed how to get in 
touch with garage/transportation 
headquarters in case of emergency or as 
needed. 

  

C 6 All buses are radio-equipped. 
 

  

C 7 Warranty information regarding each bus and 
other associated bus equipment is properly 
maintained.(Ex)HOC  Lift, AC units) 

.  

C 8 Bus drivers and other transportation 
department employees are using the MUNIS 
paperless employee self-service system to 
record work time.  

  

C 9 Bus drivers and other transportation 
department employees have access to email 
and it is routinely used to communicate. The 
school district has a transportation web page 
to communicate with the public. 

  

C 10 District uses automated tools to manage field 
trip requests, bus routes, student rosters, 
field trips and the related expenses. 
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Section D.  School Bus Replacement (Team Lead – Transportation Director) 
 

  Indicator of Best Practice Finding Recommendation 

D 1 A board policy applicable to the purchase of 
school buses is on file. Providing this in the 
board policy allows for buses to be ordered 
even when the board changes.  

  

D 2 A board policy has been developed and 
implemented to assure buses are replaced at 
a rate to bring all buses into the depreciation 
schedule. Buses go out of depreciation after 
14 years. 

  

D 3 A schedule has been adopted to assure the 
elimination of all gasoline-powered buses. 

  

D 4 New bus problem reports are maintained 
locally and forwarded to KDE for the purpose 
of improving bus specifications. 

 .  

 
Section E.  Transportation Policy Manual (Team Lead – Transportation Director) 

 
  Indicator of Best Practice Finding Recommendation 

E 1 The local transportation policy manual 
complies with all applicable federal and state 
statutes and regulations as well as board 
policies. 

  

E 2 Transportation personnel, other local school 
personnel, and others who need to be 
familiar with transportation policies and 
procedures have been provided a copy of the 
transportation policy manual.   

  

E 3 Electronic copies of the manuals, KDE and 
school district forms are accessed from the 
employee’s computer. 
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Section F.  Regulatory Requirements (Team Lead – Transportation Director) 

 

  Indicator of Best Practice Finding Recommendation 

F 1 The number of buses is sufficient so that 
every child is afforded a safe and comfortable 
ride, and the bus is not overcrowded.  

.  

F 2 An up-to-date composite district map of all 
school bus routes is maintained at the board 
office and transportation office (may be 
electronic). 

  

F 3 An up-to-date route sheet for each bus route 
is on file at each school and at the 
transportation office, and each bus driver has 
been provided a copy of his/her route (may 
be electronic). 

  

F 4 All vehicles used that have been purchased or 
contracted to transport pupils to and from 
school or to and from extra-curricular 
activities meet Kentucky Minimum 
Specifications. 

  

F 5 Accident reports are maintained in an 
appropriate format, are on file, and are 
submitted to KDE as required via the online 
reporting system.  

  

F 6 A signed contract and certificate of liability is 
on file for each contracted vehicle. 
 

  

F 7 When so specified on a student’s Individual 
Educational Plan (IEP), district provides 
special transportation.  
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Section G.  Bus Appearance and Condition (Team Lead – Bus Driver) 

 

  Indicator of Best Practice Finding Recommendation 

G 1 A preventative maintenance program has 
been developed and implemented. 
 

  

G 2 All buses are clean on both the inside and 
outside. 
 

  

G 3 Bus seats and upholstery are clean and in 
good condition. The seats bottoms are 
properly latched.  

  

G 4 
School bus body is in good condition and free 
from damage. 

  

 
Examples of Evidence: 
 

  Indicator of Best Practice Suggested Evidence Recommendation 

G 2 All buses are clean on both the inside and 
outside. 

Sample photos of the inside and outside of any 
buses that are not in the desired condition or for 
examples of excellence. 
 

 

G 3 Bus seats and upholstery are clean and in 
good condition.  

Sample photos of bus seats and upholstery that 
are not in the desired condition. 
 

 

G 4 School bus body is in good condition and free 
from damage. 

Sample photos of any parts of school bus bodies 
that are not in the desired condition. 
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Section H.  School Loading and Unloading Observation (Team Lead – Bus Driver) 
 

  Indicator of Best Practice Finding Recommendation 

H 1 Procedures have been developed and 
maintained that provides for adequate 
adult supervision of loading/unloading 
pupils at all schools and other 
appropriate locations.  

 
 
 
 

 
 
 

H 2 School bus loading and unloading areas 
are designated for each school and are 
sufficient as to location and size to 
assure safety for all transported pupils.  

  

H 3 No student shall be required to wait on 
a bus for over ten (10) minutes before 
boarding another bus or entering 
school. 

  

H 4 A written procedure has been 
developed and implemented that 
applies to the suspension of pupils 
from riding the school bus. 

  

H 5 Pupils arrive to school with sufficient 
time to eat breakfast and arrive to class 
on time. 

  



Transportation Self Review Template (2/4/2015)  District Name___________________________ 

 

Reviewer Name: ______________________________  Date___________________________ 
 

 

Kentucky Department of Education Pupil Transportation  

Page 11 

Section I – Required Bus Safety Training (Team Lead – Transportation Director) 

 
 

  Indicator of Best Practice Finding Recommendation 

I 1 Per 702 KAR 5:030 Section 14, a school 
district is required on an annual basis to 
provide safety training for each student in 
the district. Training is conducted by a 
teacher, principal, Driver Trainer or 
through the “Buster” program. 

 
 
 
 

 
 
 

I 2 The district has two bus evacuation drills 
each semester. The first one must be 
within the first week of school starting 
and the second one sometime during the 
semester. 

  

I 3 The district shall have on file in the 
district’s Transportation Office evidence 
of the required student training.  This 
would include: training curriculum, dates 
and student rosters. 

  

I 4 The transportation team meets on a 
regular basis with the school safety team 
to bring issues of student safety , 
including processes and procedures for 
serious bus incidents (i.e. tornados, 
weapons, bomb threats, kidnapping) 

  

I 5 Bus drivers are trained in de-escalation 
procedures as a preventative measure. 

  

I 6 Bus drivers complete the online First 
Observer Training recommended by the 
US Department of Homeland Security to 
be aware of any possible terrorist or 
criminal threats.  

  

http://www.firstobserver.com/
http://www.firstobserver.com/
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Section J: KY Public School District Records Retention Schedule :  
 
Review the most up to date records retention policies and procedures, click here 

 
REPORT SUMMARY PAGE 
 

Review Team Member Name 
 

Position Experience (# years) 

1. Ex. John Smith Head Mechanic 3 

2.    

3.    

4.    

5.    

6.    

   

   

   

 

Enter Beginning Date of 
the Review 

Enter Ending Date of the 
Review 

Date of Meeting with 
Superintendent 

Date Follow-up Items 
Completed 
 

    

 

Quarterly Review Date Quarterly Review Date Quarterly Review Date Quarterly Review Date 

    

 

http://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/PublicSchoolDistrictRecordsRetentionSchedule.pdf

